KI JAN POU W SIYEN E TELECHAJE YON KONTRA

1. Ouvri yon navigaté epi antre www.boston.gov/procurement

(Li pi bon pou w itilize IE, sétadi “Internet Explorer”, kom navigaté w pou pwosesis sa a, si sa posib)

2. Yonfwa w antre sou paj ‘Procurement’ (Pwovizyon) Vil Boston an, klike sou lyen ‘Go To Supplier

Portal’ la (Ale nan Potay Founise a) ki anba adwat paj la.

E CITY o BOSTON Mayor Martin J. Walsh PAY AND APPLY ~ PUBLIC NOTICES FEEDBACK TRANSLATE p

HOME : DEPARTMENTS » PROCUREMEN

PROCUREMENT

We buy the highest quality products for the City at the

CONTACT

lowest possible price. Our department selects vendors -
617-635-4564

through public bidding and processes purchase orders

and contracts PURCHASING@BOSTON GOV

1CITY HALL SQUARE
ROOM 808
BOSTON, MA 02201-2034

UNITED STATES
LEARN ABOUTEIDDING ~ MORE RESOURCES ~ MEET THE PURCHASING AGENT

@ Monday through Friday, 9 a.m. -5
CITY OF BOSTON BIDS AND RFPS

p.m.

You can find a list of current bids and RFPs through the



http://www.boston.gov/procurement

Antre ID Itilizaté w la ak Modpas ou. Sonje yo teni kont de LeT MaliSkiL/MiNiSkiL, donk asire w ou

antre yo korékteman. Klike ‘Sign In” (Konekte).

of ' Supplier Portal

Boston

Favorites . Main Menu

|Login (%

Login as an Existing User
User ID:
Password:

Sian In

(2) Forgot User 1d
Click here 1o email your User I

@ Lforgot my password
Click here to reset your password

Supplier Portal Registration

i ewister &5 @ Soursing Bidder
City 07 Boston's Bidders are supplisrs which have access taview the
City's Invitations for Bid, Requests for Proposal, and other procurement
events. You must be registered in order to place a bid. In addition,
registered suppliers can select cateqories of procuremnentwhich they want
to be notified of. When a bid eventis posted to the City of Boston Supplier
Portal, Bidders who have selected that potential contract's relevant
category of business may be notified ofthe event via email. Please use
this registration process if you are looking to become a City of Boston
supplier and need access t bidding functionality

Wendar Registration Farm
City of Boston's Vendors have an existing agreerment (contract, awarded
bid, etc) between their company and the City. YVendors have all of the
same atcess to place hid Offers on uture on future evants that Bidders
do. They also are able to maintain company information on their Vendar
profile and see details of their contractual agreements with City of Boston.
Please use this registration process ifyou are already an active City of
Boston vendor [0oking to register as a supplier portal user,

[y Sell Events

Event Hame
16,500 GW Durmp
Truck

12 Passenoer
Transpord Vang
BT

Eire Fighting Hose
forthe BFD

Dump Truck- f
Aheelar (1

Event Type

RFx

RFx

RFx

RFx

Truck Mounted Aerial b,

Platform Lift-1

See all of my events

Start Date Time:

072972013 9:01AM EDT
07/20/2013 9.01AM EDT

07/28/2013 12:00PM EDT
07/29/2013 9.01AM EDT

07/29/2013 9.01AM EDT

End Date Tim

021452013 12:00 P EDT

027142013 12:00 PM EDT

08/13¢2013 12:00 PM EDT
0271442013 12:00 PM EDT

02/14/201312:00 PM EDT

Bid Status

Accepted

Accepted

Accepted

==




4. Yonfwa w fin konekte, paj dakéy la dwe sanble ak sa egzanp ou weé pi ba a. Klike sou ‘Main Menu’

(Meni Prensipal) > ‘Manage Contracts’ (Jere Kontra) > ‘Maintain Contract Documents’ (Jere

Dokiman Kontra yo).

Supplier Support Add to Favortes
Personalize ®
Top Menu = F[=1 Xl |My Sell Events [= =]
[ Manage Events and Place Rids 4 = + 145015 0 Lact
3 Manage Contracts Event Type Start Date Time
Lhe_ e ) vew } Gonditions % ’:ag;:ccﬂﬂmm Z?,::::Lf Iheeler oe, 0742912013 9:01AM EDT 08/14/2013 12:00 PM EDT
ain Mer = changlll password P
Highilaht 5] VEND orm Homepag 2. Review Con o] tal - pey 0742902013 9:014M EOT 08/14/2013 12:00 PM EDT
ighligl
12 Passenger q
N l2Passenaer o n [RFX 07/29/2013 9:014M EDT 08/14/2013 12:00 PM EDT
ecently Used page
appear under the Favorites 15200 G Dum RFx 0742902013 9.01AM EDT 08/14/2013 12:00 P EDT
located at the tap lef i i
menu, fosated at the fup 18 S e 07i2902013 12.00PM ECT 081132013 12:00 PM EDT
See all of my events
Breadcrumbs visually display
your navigation path and give

you access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster,

5. Lé w rive nan paj ‘Document Search’ la (Chéche Dokiman), sel sa w bezwen fé se asire w kare
‘Pending Approval Signatures’ |a (Sa k ap Tann Siyati Apwobasyon) gen yon tchek (li dwe gen tchek

otomatikman), epi klike bouton ‘Search’ la (Cheche). (Kite tout espas rechéch yo vid).

| Report A Problem | Add to Favorites | Sign out

Fa\rovr'rtes Mainvl\-'lenu > Manage Eontmcts > Maintain Contract Documents
20 New Window @ Help IZ,V' Customize Page B hitp
Maintain Contract Documents
Document Search

Document Administrator: " Q

From Begin Date: il To Begin Date: Ed
From End Date: E':I To End Date: E'J

[] ANl Documents — Pending ApprovallSignatures
» Advanced Search Criteria

List of Documents | E

Customize | Find | view Al

Contract Document Description Document Status Status Date/Time




6. Apre w fin klike bouton ‘Search’ la, sistém nan pral pran ant 20 ak 30 segonn pou | afiche nimewo ID
kontra yo nan kare ‘Contract Document’ an (Dokiman Kontra). Tanpri, pran pasyans ave I.

Home | Report A Problem | Add to Favorites | Sign out

Favc;rtes Mainvl\-'lenu » Manage Contracts > Maintain Contract Documents
: -
L.EI Mew Window @ Help [,-/Customize Page E hitp
Maintain Contract Documents

Document Search

Document Administrator: | @

From Begin Date: Bl To Begin Date: El
From End Date: 1 To End Date: E
[] Al Documents Pending Approvall Signatures

» Advanced Search Criteria

Search

List of Documents Customize | Find | view 41| B
Contract Document Description Document Status  Status DateiTime

0000000000000000000036523 Fuel-Harbor Response Vessels Pending Signature  11/08/2012 9:44AM

7. Klike sou ID Dokiman Kontra a pou ouvri paj ‘Document Management’ lan (Jesyon Dokiman). Apre
sa, klike sou bouton ‘Open Main Document for Signing’ nan (Ouvri Dokiman Prenipal la pou Siyen I)

(Pafwa | di ‘Open Amendment File’ (Ouvri Fichye Chanjman an) pito).

Note sa: Si odinate w bloke fenét “pop-up”, li gendwa anpeche w telechaje dokiman an. Lé
sa rive, w ap bezwen klike sou mesaj avetisman lojisyél ki bloke “pop-up” la bay la anlé ekran
an epi chwazi ‘Allow Download’ (Pémet Telechajman). Li gendwa voye w tounen nan paj

rechéch ki nan etap #5 lan anko. Si sa rive, w ap bezwen repete etap 5 ak 6 anko.



City of
Boston

Favorites  Main Menu > Manage gonmm »  Mantan Contract Documents

Home | RaportAProblem | Addto Favorkes | Sign out

& New Window ') Help /,' Customize Page -j hitp

Maintain Contract Documents

Document Management

This document is currently pending your signature/approval.  As the primary owner you are responsible for routng the document offine to
get the necessary signatures and then uploading the final signed version using the Upload & Return Signed Document button below
(Piease note that this will return the document back to the contract administrator as part of the upload)

Contract 10: 0000000000000000000036523 Reference: Event # 24
Description: Fuel-Harbor Response Vessels
Document Administrator: Coyne Kevin
Created On: 1072272012 10:26AM
Begin Date: 1110172012 Expire Date: 10V31/2013
W Pending Signature Owner; John Smith
< Open Main Document for Signing Jlew Aftachments/Related Documents
Upload Signed Document View Document History
Return without Signing Document Send E-Mail

Do you want to open or save SHARE_0000000000000000000046661_0.pdf from baisfn.cityhall. boston.cob? ‘ Open ’Save hd Cancel x

Kounye a y ap mande w (anba ekran an) si w vle ‘Open’ (Ouvri) oswa ‘Save’ (Sovgade) dokiman an.

Klike ‘Open’. Kontra a pral ouvri sou ekran w. Fok ‘Adobe Reader’ enstale sou machin ou pou w ka
siyen kontra a eletwonikman. Pifo odinaté gen lojisyel sa a tou enstale.

a. Siodinaté w pa gen ‘Adobe Reader’, ou ka telechaje yon vésyon GRATIS nan
http://qet.adobe.com/reader/
Klike anndan kare siyati ki nan mitan an (sa k make ‘Vendor/Contractor’ (Vande/Kontrakte)) pou w

mete siyati elektwonik ou.

Contract Signatures

AUDITING WVENDOFRACONTRACTOR AVWARDING AUTHORITY ‘\OFFICIATL.
APPROVED AS TO THE AVATLABILITY OF | AGREES TO PROVIDE THE GOODS OR IT IS MY BELIEF THAT THERE IS LITTLE OF.
AN APPROPRIATION OF. PUESUANT TO SEEVICES AS INDICATED IN NO RISK OF DEFAULT O
AETICLE 12 OF THE GENEFAL ACCORDANCE WITH THE ASSOCIATED TUNSATISFACTORY PERFOREMANCE EY THE
CONDITIONS CONTRACT DOCUMENTS VENDOESCONTEACTOR
SIGNATURE SIGNATURE SIGHMATURE

C I ~

ADDDOEIET ADDROADE TA TIOAKRT T

a. Sise premye fwa w ap itilize Adobe Reader, w ap bezwen enstale ID Dijital/Siyati Dijital ou.
Se yon enstalasyon w fé yon sél fwa, ou pap bezwen fé | anko lé w pral siyen ot dokiman.
(Gen etap detaye ak imaj pi ba). Si w te deja enstale yon ID Dijital, ale nan etap #15. Epitou,



http://get.adobe.com/reader/

siimaj ki pi ba yo pa montre sa w wé a egzakteman, ou gendwa gen yon vésyon Adobe ki pi
ansyen. Rele Sipo Vandeé si w bezwen direksyon nan 617-635-4564.

b. Ou gendwa we yon kare ‘Trusted Certificates Update’ (Mizajou pou Setifika Konfyans) le w
klike nan kare siyati a. Si sa rive w, jis klike ‘Cancel’ (Anile).

i+ Trusted Certificates, which improve your experience
o with signed documents, are available for download

Would you like to install them?

[¥] In the future install automatically

10. Kounye a w gendwa we ti fenét ‘Digital ID Configuration Required’ la (Konfigirasyon ID Dijital
Nesese). Klike sou ‘Configure Digital ID’ (Konfigire ID Dijital).

r &

Digital ID Configuration Requi red‘m'm'"w”

This signature field requires a digital signature identity.

Would you like to configure one now?

< Configure Digital ID * Cancel

11. Komanse konfigire nouvo ID Dijital ou. Chwazi ‘Create a new Digital ID’ (Kreye yon nouo ID Dijital)
epi klike ‘Continue’ (Kontinye).



Configure a Digital ID for signing b4

Select the e of Digital ID:
A Digital IR is required to P N

create a digital
signature.The most secure
Digital ID are issued by
trusted Certificate =i Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart

card or token. Some are

based on files.

@ Use a Signature Creation Device

Use a Digital ID from a file

¥ou can also create a new L) E% Impaort an existing Digital ID that you have
Digital ID, but they provide obtained as a file

a low level of identity

dssurance,

‘ & Q Create a new Digital ID
©  Create your selfsigned Digital ID

12. Chwazi ‘Save to File’ (Sovegade sou Machin Ou). Apre sa, klike ‘Continue’.

Select the destination of the new Digital ID X
Digital [Ds are typically @ Save to File
issued by trusted providers 4 ok R
LA T {EJ Save the Digital ID to a file in your computer
the identity.
Self-signed Digital ID may
not provide the same level Save to Windows Certificate Store
o As-Hmrice _and oy Ho i) | @ Save the Digital ID to Windows Certificate Store to
be accepted in some use : -

cases, be shared with other applications

Consult with your recipients

if this is an acceptable form
of authentication,

° ) Gl | =




13. Moun k ap siyen dokiman an, mete Non | (‘Name’), Non Oganizasyon | (Organization Name), ak
Adrés Imél |i (‘Email Address’). Ou ka kite espas ‘Organizational Unit’ la (Inite Oganizasyon) vid epi

Create a self-signed Digital ID X
Enter the identity Name Enter Name... ‘
information to be used for - —
creating the self-signed Organizational Unit  Enter Organizational Unit..
Digital ID.

Digital IDs that are self- Organization Name Enter Organization Name...

signed by individuals do not ‘_

provide the assurance that Email Address Enter Emarl..
the identity information is — _
wvalid. For this reason they

US - UNITED STATES ™

Country/Region

may not be accepted in
SOME Use cases.

Key Algarithm 2048-bit RSA v

Use Digital ID for Digital Signatures

0

kite 10t espas yo jan yo ye. Klike ‘Continue’.

14. Kreye yon modpas pou ID dijital ou. Antre modpas ou vle a ni nan kare ‘Apply’ la (Aplike), ni nan kare
‘Confirm’ nan (Konfime), epi klike ‘Save’ (Sovgade). (Kite kare anlé a jan li ye a)

Save the self-signed Digital ID to a file X

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. You will need this C:\Users\119541\AppData\RoamingiAdobe\Acrobat\D

password again to use the
Digital ID for signing.

Save the Digital ID file in a Apply a password to protect the Digital ID:
known logation so'thatyou = —————— i

can copy or backup it. ‘ ‘ —

Confirm the password:

| | gum——




15. Kare ‘Sign with a Digital ID’ a (Siyen ak yon ID Dijital) pral paréet epi ID dijital ou fék sot kreye a pral
paret isit tou; y ap tou chwazi | pou ou. Klike ‘Continue’.

Sign with a Digital ID X

Choose the Digital ID that you want to use for signing:

<‘/@ Paul McCormack (Digital ID file) View Details
\"l'( Issued by: Paul McCormack, Expires: 2022.08.16

@ ( Configure New Digital 1D ) ( Cancel ) C—

16. Kounye a yo pral afiche siyati eletwonik ou a jan | pral parét sou dokiman an. W ap antre modpas ou
te kreye a nan etap #14 anba agoch ekran an. Klike ‘Sign’ (Siyen).

Sign as "Paul McCormack” b4

Appearance | Standard Text v

Digitally signed by
PaUI Paul McCormack

Date: 2017.08.16
McCormack 14:44:48 -04'00’

View Certificate Details

Review document content that may affect signing

i [Enter the Digital ID PIN or Password... i —




17. Le w fin klike ‘Sign’, Adobe pral tou mande w sovgade vésyon dokiman ki siyen an sou odinate w.
Tanpri, byen note ki kote ou sovgade dokiman an (non dosye a oswa si se sou desktop la, elatriye)

paske w ap bezwen chéche | le w pral telechaje | bay Potay Founisé a nan pwochen etap la. Chwazi
andwa/dosye fichye a sou bo goch la (pa egzanp, desktop la) epi klike ‘Save’ (Sovgade).

f,L SHARE. oooooooooooooooooooos7ga_oxmﬂone Reader - = - s | s >3
. - B B
File _Edit View Window _Help x|
&8 D 2o B & = | &) [1]z12 - e [757% [ -] | [ = Tools sign Comment Extended I
- Sion in
S Z - ~ Export PDF
Adobe ExportPDF @
Convert PDF files to Word or Excel
= caine.
@‘ CITY OF BOSTON ‘
= STANDARD CONTRACT DOCUMENT Bomn G Select POF File
T4 SHARE_00O000000000000000003.. |
CONTRACTID. 2384
A save As [T
- Y = Local » Microsoft » Windows 5 Temporary Internet Files_» ContentES » CRYXBOIZ - [%3 | [ Seorch crvxsoiz 5
Organize ~ = -
- Name Type -
35 SHARE_0000000000000000000037384_0[1] 1 Hot bat E
35 Vendor%20Webex2%20draft_7-1-2012%20. M fot bat [ 4 KE
| Pictures
B Videos
W Computer
& Local Disk (C:)
w2 CD Drive (E:) UVGA-AS204 e
File name: SHARE_0000000000000000000037384_0[1]
Save as type: | Adobe PDF Files (“.pdf) = |
~ Hide Folders Seve to Online Accourt —— Comemio]

18. Kontra ki siyen an ap paret kounye a sou ekran w. Kopi ki siyen an deja sovgade sou odinaté w nan
dosye w te chwazi a nan etap anvan an. Kounye a ou met femen (X) dokiman sa a epi tounen nan
potay founisé a pou w telechaje |, sa ki pral voye dokiman an tounen nan Vil Boston an.

1] BGwT_SHARE_000000

File Edit View Window Help

-
06_0.pdf - Adobe Acrobat Pro - M @E@
*

Roae- | B E S| @b bR

R

and charges] ot To Exceed Amt 5 1693 7300 |
Contract Signatures
AUDITING VEMDOR/CONTRACTOR AWARDING AUTHORITY/OFFICIAL
APPROVED AS TOTHE AVATT ABTLITY OF | AGREES TO PROVIDE THE GOODS O
AN ADPDROPRIATION OF. PURSUANT TO SERVICES AS INDICATED IN
ARTICLE 12 OF THE GENERAL ACCORDANCE WITH THE ASSOCIATED
CONDITIONS CONTRACT DOCUMENTS
SIGNATURE SIGHATURE SIGHMATURE
Dagrly gra2 = Pl kb srmack
Fau e —
McCormack==_.. ... ...

APPROVED APPROPRIATION IN
THE AMOUNT OF:

$ 169.373.00

i"5|@‘uum‘-. TnnlséCnmmentéShare
I




19. Yonfwa dokiman ki siyen an fin sovgade sou odinaté w (nan etap anvan an), ou bezwen tounen nan
potay founise a epi klike bouton ‘Upload Signed Document’ lan (Telechaje Dokiman ki Siyen an) ki
nan paj ‘Document Management’ lan.

Favortes  Main Menu > Manage Contracts > Mantan Contract Documents
I NewWindow (D Help [ Customize Page [ htp
Maintain Contract Documents

Document Management Retur men
This - ly pending your sig As the primary owner you are for routng the offine to
getthe and then g the final signed version using the Upload & Return Signed Document button below,
(nuummum wil retun the document back to the contract administrator as part of the uplosd)
Contract I0: 36523 Ref Event# 24
Description: Fuel-Harbor Response Vessels
Document Administrator: Coyne Kevin
Created On: 10/23/2012 10:26AM
Begin Date: 110172012 Expire Date: 10/31/2013
Document Status: Pending Signature owner; John Smith
Open Han Documentor Signing Miew AtachoanisRelsed Documents
< Upload Signed Document i View Document History
Return without Signing Document nd E-Mail

20. Kounye a w bezwen klike sou ‘Browse’ (Gade) pou w gade sou odinate w epi chéche fichye dokiman
ki syen an kote w te sovgade | pandan etap #17 la.

i e Amgchmmemt

@ rtemat | Protocied Mose O Q- AW -




21. Cheche dokiman ki siyen ou te fek sot sovgade a epi klike sou li. Non fichye a pral komanse avék mo
‘SHARE’, apre sa | ap gen plizyé zewo. Klike sou non fichye a pou w chwazi | epi klike ‘Open’ (Ouve).

. ] o e S
i - A1 v : = 3 e '
% Satap Mansger A2 Tacks SeArt_SONGIINNNNCO00NON00 144
B Outesp (2151 [Frondmrmrs sriondiurad® w "Ic_om
% Dowrtosdk 1 T AECrosan Wisd Dl wwreer
UL Pecent Piaces W (R ) s ooummmosamoooocases?
fl 7841
¥ Oocuments 3.
o Mosc

., UK Developer Oberet () R UPK Developer Ohere
o o )
- s 20 F 2

@ benmat | Protacted Mose Om G- Wiex -

22. Le w fin chwatzi fichye a, jis klike ‘Upload’ (Telechaje) ki nan ti fenét ki make ‘File Attachment’
(Atachman Fichye). Sa pral telechaje dokiman ki siyen an nan sistéem nan. Etap sa a gendwa pran

plizyé segonn pou | fini.

Tila ABachman!

Check In Dosument

HEAy Dot rvobest £l B EHARE,_D00000M000MIO0N. [_Browsa_|
Ui Camael




23. Le I fin telechaje dokiman an, y ap mennen w tounen nan paj ‘Document Search’ la. Kontra w pral
paret anba paj la nan espas ‘Contract Document’ lan e stati li pral make ‘Customer Review’ (Pou

Kliyan an Gade) le | reyisi telechaje.

Home | ' AddioFavorites ‘Sign out

Favorites | Main Menu > Manage Contracts »  Maintain Contract Documents

@& New Window 5’ Customize Page nae |

Document Search >

Document Admimstrator: | @

From Begin Date: ] To Begin Date: )
From End Date: B To End Date: B
[ an ocuments /I Pending Approvarsignatures

¥ Advanced Scarch Criteria

Contract Document Description Document Status | Status Date/Time

0000000000000000000042056 Customer Review

24. Pwosesis la finil!

Sistem nan pral voye yon imél bay Administraté Kontra a menm kote a ki endike ou te mete siyati e w te
telechaje | tounen bay Vil Boston an. Apre sa, y ap ranvwaye kontra a nan sistém nou pou |06t moun yo
siyen | nan Vil la. W ap resevwa yon kopi vésyon ki gen tout siyati yo lé yo fin siyen |. Dokiman kontra
CM-10 la se sél dokiman nou itilize konsa pa mwayen potay founisé a. Nenpot [0t dokiman ou gendwa
bezwen voye, ou ka voye yo pa mwayen imél bay kontak ou nan Vil Boston an.

Si w bezwen ed pou w mete yon siyati elektwonik e pou w telechaje kontra ki fin siyen an, tanpri, mete
w alez pou w konakte Biwo Sipo Vandé a nan 617-961-1058 oswa vendor.questions@boston.gov

Mési deske w ap itilize Potay Founise Vil Boston an!



mailto:vendor.questions@boston.gov

